UNITED STATES MARINE CORPS
HEADQUARTERS AND SERVICE BATTALION
MARINE CORPS BASE

QUANTICO, VIRGINIA 22134-5001

BnO 1650. 3G
B 07-1
1 Jul 02

BATTALI ON CRDER 1650. 3G

From Commandi ng O ficer
To: Di stribution List

Subj: AWARDS PROGRAM

Ref:  (a) SECNAVI NST 1650.1G
(b) MCO 1650. 19J
(¢) MOCDCO 1650. 1E

Encl: Sanple Awards Certificates

1. Situation. To establish procedures for inplenentation of the
decorations and awards program for conmpanies within the Battalion.
This Order describes eligibility requirenments, defines approval
authorities for various Navy/ Marine Corps decorations and awards, and
provi des instructions on preparing, submtting, and processing
recomendati ons for decorations and awards.

2. Cancell ati on. BnO 1650. 3F.

3. M ssi on

a. Reference (a) establishes policies concerning Navy/ Mrine Corps
decorations and awards, delineates eligibility requirenents, and
provi des general adm nistrative procedures.

b. Reference (b) establishes procedures for submtting awards
t hrough the HOMC website and sets forth |l evels of awarding authority
to conmanders. The introduction of the Marine Corps-w de internet
functional awards processing system nodi fied the awards process and
expanded its functionality, making it available to any Marine who has
i nternet access. Wb-based award subm ssion will allow the awards
branch, as well as every conbat commander and Marine, the ability to
track and oversee every personal and unit award that is generated.
The new awards process will elimnate the requirenment of mailing a
copy, as it will be forwarded electronically fromthe decision
authority directly to Mlitary Awards Branch (MVWA) and Personne
Managenent Support Branch (MVSB). The intent is not to slowthe
process for entry of awards into a Marine' s permanent record but to
ensure that accurate information is recorded. It is understood that
expeditious entry into an Oficial Mlitary Personnel File is needed
on occasion (selection or pronotion board action).
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c. Reference (c) provides explicit detail in conpleting a 1650
awards form

4., Executi on

a. It is Conmand Policy that service-nenbers receive tangible
recogni tion through the awards program for acts of valor, exceptiona
meritorious service or achievenent, and acts of heroi smnot involving
actual conbat.

b. Recognition of personnel through awards cultivates good norale
and esprit de corps. Award recomendati ons are encouraged but to
preserve the character and neani ng of personal awards, caution nust
be exercised to ensure that the awards program does not suppl enent
recognition nore appropriately given through the Perfornance
Eval uation System and sim | ar venues. Mreover, because of the
organi zati on and scope of responsibilities of this Command, it is not
unusual for officers and enlisted Marines to hold nore than one
billet in different organi zations during an entire tour of duty;
consequently, routine "Md-Tour" awards will not normally be
approved. |If an award is appropriate in such cases, the originator
shoul d provide a letter of continuity to the new reporting senior
with a copy provided to the respective nenber upon the nenber's
reassi gnment within the Command. This policy is not an attenpt to
restrict awards recogni zing specific acts or outstanding
achi evenment s.

(1) Eligibility Requirenents

(a) Meritorious Service. |ndividual performance of duty
nmust exceed that expected by virtue of grade and experience based
upon acconplishnents during an entire tour of duty.

(b) Qutstandi ng Achi evenent. An outstandi ng achi evenent
decoration, also known as an "inpact or special achievenent award, "
recogni zes a single specific act or acconplishnent separate and
distinct fromregularly assigned duties, such as a special project.

It is not intended to provide a neans to authorize additiona
decorations or a decoration when the conditions for a conpl eted
peri od of service have not been fulfilled. An outstanding

achi evenent covers a short period of tine, i.e., nornmally less than 6
nmonths. Submit a reconmendation for an outstandi ng achi evenent award
only when the achievenent is of such magnitude that it cannot be
recogni zed in any way other than award of a decoration and del ayi ng
recognition until conpletion of the individual's period of service
woul d di m ni sh the significance of the acconplishnent.
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(c) The nunber of decorations that may be awarded to an
individual is not limted; however, only one decoration may be
awarded for the sane act, achievenent, or period of service. An
appropriate decoration may be awarded to a servicenenber upon
per mmnent change of station, retirenment, or separation of a nenber if
no other award i s pending and no previous award has been nade for the
sane act or period of service. Award recomendations nust be based
purely on the current assignnent and not the individual's entire
career or a portion thereof.

(d) Do not base the |level of the recomended award on the
grade, billet, or tinme in service of the individual being recognized.
The only exception is the Navy and Marine Corps Achi evenent Meda
(NMCAM, which is not appropriate for individuals above the rank of
maj or or |ieutenant commander.

(e) In determ ning whether to recommend a servi cenenber for
a personal award, the prinmary consideration nust be whether the
menber has truly perfornmed in an exceptional manner and has net the
eligibility criteria set forth in reference (a). A servicenenber's
out st andi ng achi evemrent or neritorious service nust be a matter of
of ficial record.

(f) Certificate of Conmendati on (NAVMC 10631)

(1) Certificate of commendati on may be issued by any
general officer. Commanders who have del egated authority to approve
the NA may al so issue certificates of comendati on.

(2) All other officers desiring to make recomendati on
for certificate of commendati ons shall submt themto the genera
of ficer of conmander having NA authority for approval and issue.
These awards will not be submtted via the HQMC APS and do not
require a 1650 (EF). Do not forwarded a copy of the approved
certificate of comendation to CMC (MWHR). A copy however, should be
forwarded to CMC (MVBB) for inclusion into the Marine's OWF

(3) Certificates of commendation may be issued to
civilians who are serving wwth the Marine Corps. Certificate of
comendati on may be presented to other civilians as deened
appropriate to recogni ze those who have nade significant
contributions to the Marine Corps.

(g) Meritorious Mast. Wenever the performance of an
enlisted Marine is considered noteworthy or commendabl e beyond the
usual requirenments of duty or the Marine denonstrates exceptiona
i ndustry, judgnent, or initiative, the senior person who has observed
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the Marine's performance shall make a report of this to the Marine's
commander (battalion or equival ent echelon). These reports shall be
gi ven careful consideration and, if appropriate, a Meritorious Mast
hel d.

(1) Conmanders will use the Meritorious Mast (NAVMC
10935) formas a uniform nmeans of recognizing efforts that warrant
recognition. The form which is a two-part set, is available through
t he normal supply channel s.

(2) Do not forward copies of the approved Meritorious
Mast's to CMC (MWR). A copy, however should be forwarded to CMC
(MvBB) for inclusion into the Marine's OWPF.

(h) Letter of Appreciation. Any officer senior to a Marine
whose performance is considered noteworthy or comrendabl e beyond the
usual requirements of duty may issue a Letter of Appreciation. Do
not forward copies of the approved Meritorious Mast's to CMC ( MWA) .

(i) Commendatory Correspondence

(1) When comendatory correspondence is received at CMC
(MVWA), it will be forwarded directly to the commandi ng officer of
t he Mari ne concer ned.

(2) The commandi ng of fi cer receiving comendatory
correspondence regarding a Marine shall take appropriate action to
recogni ze those individual's achievenents. |[|f the commuandi ng officer
feels the achievenents stated in the comendatory correspondence are
enough to rewite the achievenent into a Meritorious Mast,
certificate of comendation, or personal award reconmendation, it
W Il be processed as outline in this Order and filed in the Marine's
OVPF.

(2) Approval Authority. Approval authority and general
responsibilities involving the managenent of the Awards Program are
as follows:

(a) CG MCCDC. The CG MCCDC wi || approve all Meritorious
Service Medals (MSM appropriately endorsed through the chain of
command and Legions of Merit (LOW for retirenent only. Higher
awards wi Il be properly endorsed through the chain of command and
forwarded to higher headquarters for approval /endorsenent.

(b) CGs Aboard MCCDC. CGs aboard MCCDC are authorized to
approve the Navy and Mari ne Corps Conmendati on Medal (NMCCM .
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(c) Conmmanders Authorized to Award NMCAM  The i npact
NMCAME may only be awarded for "specific acconplishnents” of a
superl ative nature.

(d) General officers and the COs may award certificates
of commendation to enlisted nmenbers of their respective
or gani zati ons.

(e) Per reference (c), COs and commanders authorized to
approve the NMCAM are now aut hori zed to approve the MOVSM

(3) Subm ssion and Processing

(a) Submit recommendations for certificates of
comrendation in standard letter fornat, via the chain of command,
with a proposed certificate witten in the second person. The
proposed certificate will be doubl e-spaced and shoul d not exceed nine
lines.

(b) Recommendations for the Navy and Marine Corps Medal
and awards of a higher precedence for acts of lifesaving will include
two eyew tness statenents whenever possible.

(c) Each recomendation for a decoration nust be
initiated and forwarded via the chain of command within three years
of the act, achievenent, or service to be recognized.

(d) Decorations will not be awarded to any nmenber of this
Command whose entire service during or after the tinme of the
di sti ngui shed act, achi evenent, or service has not been honorabl e.
Any decoration for a distinguished act, achievenent, or service my
be revoked if facts, later determ ned, woul d have prevented origina
approval of the decoration.

(e) Wien submitting recommendati ons on enlisted Marines
under the adm nistrative control of HQSVCBn, originating officers
will verify with HQVCBn that no disciplinary, adm nistrative, or
ot her adverse action is pending agai nst the recipient.

(f) Recomrending officials who becone aware of such
i nstances after submtting an award nust, within 30 days, report the
circunstances and make a witten reconmendation via the chain of
command to the awarding authority for review and determ nati on of
appropriate action.
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(g) Ensure classified award recommendati ons are submtted
wth the | owest |evel of classification possible. dassified and
speci al category award recommendati ons require special handling and
may require extra processing tine.

(4) Awards Board Procedures. Personal award recomendati ons
will be adm nistrated by the Battalion Adjutant to a board conpri sed
of the: S-3 Oficer, S-4 Oficer, Supply Oficer, Sergeant Mjor and
t he Executive Oficer

(5) Award Presentations. Every effort should be nmade to
present decorations and awards prior to the service nenber's
reassi gnnment. Therefore, originators nust ensure tinely subm ssion
of recommendations. Awards received too |late for presentation wl]l
be forwarded to the followon command or if separating/retiring, to
the instructor/inspector staff activity nearest the recipient's hone
addr ess.

R BARRY CRONI N

D STRIBUTION: A



BnO 1650. 3G
1 Jul 02

SAMPLE AWARDS CERTI FI CATES

FORVAT FOR DRAFT
M LI TARY OUTSTANDI NG VOLUNTEER SERVI CE MEDAL LETTER

1650
( Code)
(Dat e)
From Commandi ng CGeneral / Conmmandi ng O fi cer
To: Staff Sergeant John J. Doe 555 55 5555/5555 USMC
Vi a: Reci pi ent' s Commander/ Conmandi ng O fi cer

Subj: AWARD OF THE M LI TARY OUTSTANDI NG VOLUNTEER SERVI CE MEDAL
Ref : (a) SECNAVNOTE 1650 of 12 Apr 94
Encl: (1) Mlitary Qutstandi ng Vol unteer Service Meda

1. Per the reference, you are authorized to wear the Mlitary

Qut st andi ng Vol unteer Service Medal, enclosure (1), for outstanding
public service with the Boy Scouts of America for the period of 1
January 1993 to 1 January 1997.

2. You provided outstandi ng volunteer service to the civilian and
mlitary conmunity while serving at Marine Corps Base, Quantico,
Virginia. Your success in previous |eadership positions in the
scouting program and your | audabl e perfornmance as a Boy Scout Troop
| eader for over 20 demandi ng young boys have made you a worthy

reci pient of this prestigious award. The unwavering dedication you
exhi bited by organi zing and conducting the weekly scout neetings,

j anboree events, summer canps, canping trips, pinewood derbies, and
numer ous other worthy events, is indicative of your strong desire to
work for the betternent of Anerica's young.

3. This sustained dedication to nentorship through the scouting
program aptly denonstrates your quality of public service through
volunteerism In recognition of your services to the Boy Scouts of
Anmerica, you are awarded the MIlitary Qutstandi ng Vol unteer Service
Medal .

|. M LEADER

Copy to:
CMC (I VHM 2)
ENCLOSURE (1)
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FORVAT FOR DRAFT LEG ON OF MERI T CI TATI ON

The President of the United States takes pleasure in
presenting the LEGON OF MERIT to

COLONEL JOHN J. DCE
UNI TED STATES MARI NE CORPS

For service as set forth in the foll ow ng
Cl TATI ON:

For exceptionally neritorious conduct in the performance of
outstanding service as Chief of Staff, Mirine Corps Base, Quantico,
Virginia, from August 1995 to March 1999. Through his inspirational
| eadership and relentless pursuit of excellence, Colonel Doe strictly
enforced local, state, and federal environnmental regulations aboard
base; oversaw massive renovations and construction of new facilities;
and significantly enhanced quality of |ife prograns. After intense
and highly productive negotiations with Headquarters, U S. Marine
Corps, he executed a conprehensive Interservice Support Agreenent
that was instrunmental in the snoboth transition of Manpower and
Reserve Affairs Departnment and the Marine Corps Recruiting Conmmand
from Washington, DC to Quantico, Virginia. To accomopdate the rapid
expansion of the Base's infrastructure, he successfully crafted a
Menor andum of Agreenent between the Base and Prince WIIiam Forest
Park which ended a 50-year boundary controversy, and he directly
i nfluenced the securing of Federal Aviation Admnistration deference
to long-established mlitary airspace boundaries, thereby preventing
possi ble encroachnent by planned construction of the Stafford
Regi onal Airport. As the Chairperson of the Marine Corps Base
Executive Steering Commttee, he spearheaded conpletion of the Base
Strategic Plan which clearly defines the vision, mssion, and guiding
principles for the “Crossroads of the Marine Corps.” Throughout his
career, his intense commtnent to excellence left an indelible mark
on future generations of Marines who will lead the Marine Corps into
the 21%' Century. Superior performance of duties as typified above
hi ghli ght the cul mnation of over 30 years of honorable and dedi cated
Marine Corps service. By his exenplary professional conpetence, sound
judgnment, and total devotion to duty, Colonel Doe reflects great
credit upon hinself and upholds the highest traditions of the Marine
Corps and the Naval Servi ce.

For the President,

ENCLOSURE ( 1)



BnO 1650. 3G
1 Jul 02

FORVAT FOR DRAFT MERI TORI QUS SERVI CE MEDAL CI TATI ON

The President of the United States takes pleasure in
presenting the MERI TORI QUS SERVI CE MEDAL (CGold Star in |ieu of
t he second award) to

LI EUTENANT COLONEL JAMES J. DOE
UNI TED STATES MARI NE CORPS

for service as set forth in the foll ow ng
Cl TATI ON:

For outstanding neritorious service as Head, Aviation Doctrine
Branch, Doctrine Division, Marine Corps Conbat Devel opnent Comrand,
Quantico, Virginia, from February 1997 to My 1999. During this
period, Lieutenant Doe’s superior |eadership, managerial skill, and
technical expertise significantly contributed to the effective
devel opnment of Marine Corps, Navy, and Joint doctrine and enhanced
the conbat capabilities of the Operating Forces. As the primary
coordinator for integration of all Service doctrine, he orchestrated
the conplete restructuring of the Marine Corps Doctrinal Hierarchy
conprising 138 publications, and he was directly responsible for

developing 16 Marine Corps aviation publications. Mor eover, he
coordinated the Marine Corps service input to all joint, nulti-
service, and dual-designated publications. Capitalizing on his

exceptional professional expertise, he served as the |lead officer and
principal contributor for a series of aviation requirenents working
groups, and he supported the Marine Corps Warfighting Laboratory’s
experinmentation plans. As a result of his focused efforts, he

superbly nmanaged critical i nt ernal support  functi ons, revi sed
di vi sion standi ng operating procedures, and inproved the Marine Corps
doctrinal publication system Superior performance of duties as

typified above highlight the culmnation of over 22 years of
honorable and dedicated Marine Corps service. Lieutenant Colone
Doe’ s exceptional professional ability, |eadership and total devotion
to duty reflect great credit wupon hinself and uphold the highest
traditions of the Marine Corps and the United States Naval Service.

For the President,

ENCLOSURE ( 1)
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FORVAT FOR DRAFT NAVY AND MARI NE CORPS ACH EVEMENT MEDAL

NAVY AND MARI NE CORPS ACHI EVEMENT MEDAL

(GOLD STAR I N LI EU OF THE SECOND AWARD)
TO

STAFF SERGEANT JOHN J. DCE
UNI TED STATES MARI NE CORPS ( RESERVE)/ UNI TED STATES NAVY

FOR

PROFESSI ONAL  ACHI EVEMENT WHI LE SERVING AS (BILLET TITLE, SECTION,
BRANCH, DI VISION, COMVAND, CITY, STATE) FROM (DATE TO DATE). DURI NG
THIS PERI OD, STAFF SERGEANT DCE (TEXT-STATE WHAT THE | NDI VI DUAL
ACCOWVPLI SHED ABOVE AND BEYOND WHAT WAS EXPECTED OR WHY RECOGNI TION IS
DESERVED- - THE BODY SHOULD TOTAL NI NE LINES, WRITTEN IN TH RD PERSCN) ...
(OPTI ONAL RETI REMENT/ SEPARATI ON LI NE- - SUPERI OR PERFORMANCE OF DUTI ES
AS TYPIFIED ABOVE HI GHLIGHT THE CULM NATION OF OVER _ YEARS OF
HONORABLE AND DEDI CATED [MARINE CORPS/ NAVY] SERVICE [I NCLUDI NG
COVBAT] .) (STAFF SERCEANT DCE' S) PERSONAL | NI TI ATI VE AND DEVOTION TO
DUTY REFLECTED GREAT CREDIT UPON (H MSELF/ HERSELF) AND WERE IN
KEEPING WTH THE H GHEST TRADI TIONS OF THE MARINE CORPS AND THE
UNI TED STATES NAVAL SERVI CE.

ENCLOSURE (1)
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FORVAT FOR DRAFT NAVY AND NMARI NE CORPS COMVENDATI ON MEDAL

NAVY AND MARI NE CORPS COVMENDATI ON MEDAL

(GOLD STAR I N LI EU OF THE SECOND AWARD)
TO

STAFF SERGEANT JOHN J. DCE
UNI TED STATES MARI NE CORPS ( RESERVE)/ UNI TED STATES NAVY

FOR

MERI TORI QUS SERVI CE/ ACHI EVEMENT WHI LE SERVING AS (BILLET TITLE,
SECTI ON, BRANCH, DI VI SION, COMVAND, CITY, STATE) FROM (DATE TO DATE).
THROUGHOUT THI'S PERI OD, STAFF SERGEANT DCE (TEXT-STATE WHAT THE
I NDI VI DUAL ACCOWPLI SHED ABOVE AND BEYOND VWHAT WAS EXPECTED OR WHY
RECOGNI TI ON | S DESERVED- - THE BODY SHOULD TOTAL NI NE LINES, WRITTEN IN

THI RD PERSON) ...  ( OPTI ONAL RETI REMENT/ SEPARATI ON L1 NE- - SUPERI OR
PERFORMANCE OF DUTIES AS TYPI FI ED ABOVE HI GHLI GHT THE CULM NATI ON OF
OVER _~ YEARS OF HONORABLE AND DEDI CATED [MARI NE CORPS/ NAVY]

SERVICE [INCLUDING COMBAT].) (STAFF SERGEANT DOE'S) PERSONAL
INITIATIVE AND DEVOTION TO DUTY REFLECT GREAT CREDIT UPON
( H MBELF/ HERSELF) AND WERE | N KEEPI NG W TH THE HI GHEST TRADI TI ONS OF
THE MARI NE CORPS AND THE UNI TED STATES NAVAL SERVI CE.

ENCLOSURE ( 1)
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FORVAT FOR DRAFT CERTI FI CATE OF COMVENDATI ON

CERTI FI CATE OF COVMENDATI ON

( RANK NANE)
(UNI TED STATES MARI NE CORPS [ RESERVE] / UNI TED STATES NAVY)

FOR

Prof essi onal achi evenent and outstanding performance of duty while
serving as (billet title, section, branch, division, command, city,
state) from (date to date). During this period, (text--state what
t he individual acconplished above and beyond what was expected or why
recognition is deserved--the body should total nine |ines, always
witten in second person, e.g., Yyou, your, yourself)... Your
dedication to duty and professionalism reflected great credit upon
yourself and were in keeping with the highest traditions of the
(United States Marines Corps/United States Navy).

ENCLOSURE (1)
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FORVAT FOR DRAFT OF MERI TORI QUS NMAST

PRI VATE FI RST CLASS JOHN H. DOE 000 00 0000/0151 USMC

was, on the seventeen day of August, 2002,

t he subject of a

VERI TORI OQUS MAST

conducted by the

Conmandi ng O ficer
Headquarters and Service Battalion
Mari ne Corps Base
Quantico, Virginia

During the period 22 April 2002 to 20 July 2002 while serving as a
Service Record Book Cerk for Consolidate Personnel Admnistrative
Center, Headquarters Conpany, Headquarters and Service Battalion,
Marine Corps Base, Quantico, Virginia, Private First dass Doe
performed her duties in an exenplary nmanner. Private First C ass
Doe's drive and initiative to excel in a field other than her primary
MXS is reflected in the thorough audit and outstanding daily upkeep
of her assigned Service Records. Her "can-do" attitude and untiring
efforts have greatly enhanced the service provided to Marines in this
battal i on. These efforts reflect great credit upon herself and are
keeping with the highest traditions of the Mrine Corps and the
United States Naval Service.

R. BARRY CRONI N
Col onel, U. S. Marine Corps
Commandi ng

ENCLOSURE ( 1)
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